
Request for Clarification 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek clarification regarding [specific topic or 

issue] that was discussed in [meeting or document name] on [date]. 

While I appreciate the information provided, I have a few questions that I would like to address: 

• [Question 1] 

• [Question 2] 

• [Question 3] 

Your insights would be greatly appreciated to help me better understand the matter at hand. I 

look forward to your prompt response. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


